
9-1

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

9-1

An AASIS Training Guide
HRBEN – Benefits Administration

HRBEN
BENEFITS ADMINISTRATION

Chapter 9 –
Miscellaneous Changes
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Miscellaneous Benefits Changes
Employee requests Change form  
from Agency Benefits Specialist, 
completes and returns the form.

Agency Benefits Specialist makes 
necessary dependent benefit

updates (create/ change-PA30) 
and creates Miscellaneous Benefits

Changes Adjustment Reason (PA30).
Saving the Adjustment Reason

prompts the system question go
to enrollment?  They answer Yes.

Select Miscellaneous Benefits 
Changes and make the required

changes, generate and send 
Employee Confirmation letter.

NO

YES

Employee reviews Confirmation 
letter and reports any discrepancies 
within the required time frame.  The 

Agency Benefits Specialist must sign the 
Change form, make a copy for their 

records and send the original to EBD.

AASIS automatically 
creates or changes 

Benefits Payroll Deductions

AASIS sends electronic
interface to vendor(s)

Note:  See Family Status Change
Process Flow – (Chapter 8)

Post -Tax
Change?

YES NO
Go to Anytime Changes

process flow.

Pre-tax 
Cafeteria 

Plans
Affected?

Miscellaneous Benefits Changes require an Adjustment Reason (PA30).  
Miscellaneous Benefits Changes are made for the following reasons:

•Employee request their Post-tax Optional Life coverage be cancelled if 
the entire amount is post-tax
•Employee request their Dependent Life coverage be cancelled
•Employee request their Post-tax Health Plan be cancelled
•Employee request their dependent’s Post-tax Health Plan be cancelled 
and the deduction is affected

The date that Supplemental Life Insurance (Optional Life) and AD&D 
(Accidental Death and Dismemberment) amounts will increase due to an 
increase in salary (such as promotion, COLA, etc.) is effective September 1.  
Also, if the employee has a decrease in their salary (such as a demotion) the 
Supplemental Life Insurance and AD&D amounts will decrease September 1.  
Effective March 2003, employees can only apply for or change their 
Supplemental Life Insurance (Optional Life) during open enrollment unless 
they experience a Family Status Change.
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Exercise
Scenario #10

• An Employee turns in a Change Form to  
request that their Dependent Life Plan 
be cancelled.  Process the Employee’s 
change request.
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Demonstration

• Cancel Employee’s Dependent Life 
Benefit Plan

Human Resources > Personnel Management > 
Administration > Benefits > Enrollment 

(PA30/HRBEN0001)



9-5

AASIS Support Center, DiAnnette Scott
July ‘04, Revised to V5.0

9-5

An AASIS Training Guide
HRBEN – Benefits Administration

Miscellaneous Changes 

1. Double click on Maintain Employee
Data or enter PA30; press Enter
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2. Enter personnel number   

3. Scroll to select 
the Benefits tab

Miscellaneous Changes
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4. Select the Adjustment 
Reasons or enter 0378 in 
the Infotype field

5. Click Create

Miscellaneous Changes
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7. Select ‘Misc. Benefit Changes’

6. Enter the change date of 
Coverage in the ‘Start’ field

8. Click to Enter

Miscellaneous Changes
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9. Click Yes

Miscellaneous Changes
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10. Click to Save

Miscellaneous Changes
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11. Click Yes

Miscellaneous Changes
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12. Double click on
Misc Benefit Changes

Miscellaneous Changes
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13.  Double click on the 
Plan to be terminated

Miscellaneous Changes
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15. Click to Accept

14. Click in the box to 
cancel coverage

Miscellaneous Changes
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Note: A ‘Stop’ sign will appear
for the plan(s) to be cancelled

16. Click 
Enroll

Miscellaneous Changes
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Note: Verify that you 
have selected the correct 
plan to be cancelled.

17. Click Enroll

Miscellaneous Changes
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18. Click Confirmation; 
Follow print instructions

Miscellaneous Changes
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19. Click Continue

Miscellaneous Changes
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20. Click to Exit

Miscellaneous Changes
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Questions and Answers


